State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Land Agent 3240-4996-x9x 50002746 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Engineering / RB & FCP Acquisitions & Util Relo

COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
1
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[J Supervisory [ Lead Person Angelica Aguilar Senior Land Agent (Supervisory)
APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 04/02/2009
P eg_c;j%rg of Activity

POSITION SUMMARY

An Associate Land Agent in the Reclamation Board and Flood Control Projects Acquisitions and
Utility Relocations Section of the Real Estate Branch of the Division of Engineering works under
direction and is responsible for completing the more complex, difficult negotiations and utility
relocations to secure all property rights necessary for the certification of Reclamation Board and
Flood Control projects. As Section workload changes, work in other Real Estate Branch Sections
may be required on a temporary basis.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work effectively and cooperatively with others, including
the public and other governmental agencies, develop and maintain permanent records for all work
completed, and maintain consistent and regular attendance. The specific duties are:

65% Present and negotiate State's acquisition offer to property owners, their legal representatives, and
lessees in accordance with statutes and laws affecting such activities with the goal of obtaining
signed agreements. Explain property owner and lessee rights, including the Uniform Relocation
Assistance Program and the Eminent Domain process. This may require flying or driving during
work or off-work hours to various sites to negotiate with and/or obtain information from any of the
above listed entities. The incumbent may be asked to travel during and after work hours, and may
be required to stay overnight. Travel to sites may require travel to locations via air travel or other
means of transportation. May involve driving a pick-up truck or other vehicle off orad on rugged
terrain to and from sites. And may require working on uneven terrain or in enclosed areas. The
incumbent may be asked to notarize land transfer documents in order to expedite the property
rights acquisition process. Negotiations often are of a complex, difficult nature, and require the
Agent negotiate in good faith to secure the necessary property rights. Perform Fair Market Value
estimates for non-complex transactions with a total valuation equal to or less than $5,000.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE
Angelica Aguilar >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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15% Consult with project managers and others to determine project boundaries, design information,
environmental issues, and other factors affecting properties or property rights to be acquired.
Locate and inventory public road and utility facilities requiring relocation to accommodate project
construction.

15% Prepare clear, concise and accurate correspondence and documents. Prepare and process signhed
contracts, agreements, entry permits, and other documents related to real property acquisition,
including Memorandum of Settlement, escrow instructions, and warrant requests. Analyze title
reports, consult with title company representatives and DWR legal staff, review legal descriptions,
and right of way maps to determine the appropriate disposition of title exceptions.

5% Make presentations to the Reclamation Board, when necessary. Coordinate the preparation and

filing of condemnation actions with the Office of the Attorney General. This may include selecting
withesses, securing trial exhibits, gathering information, and other activities necessary for
developing condemnation cases. Assist the Deputy Attorney General at trial when necessary. May
Act for the Section Chief during the Chief's absence.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor
declared emergencies, flood, dam SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as OES and FEMA in disaster work, including performing
fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other
emergencies. This position may also serve in one of the sections as established in the Incident
Command System to assist the Department in performing its emergency preparedness, response,
recover, and mitigation functions. These functions are established in the California State
Emergency Plan and the Department’s Administrative Orders.
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SPECIAL REQUIREMENTS

Unusual working conditions include out of town assignments, overnight travel, and working odd
Must be able to communicate with all levels of staff, clients, and the general public. Provide quality
customer service through responsiveness, innovation, competence, and teamwork. Demonstrate
respect for coworkers by being courteous, considerate, and professional. Demonstrate openness
and trust by being straightforward, listening respectfully, sharing information, and being receptive
to new ideas. Demonstrate accountability by taking responsibility for one’s own actions/inaction
and the subsequent outcomes. Professional conduct, appearance, behavior and attitude must be
demonstrated at all times, in the office on travel status, or on field visits.

Unusual working conditions include out of town assignments, overnight travel, and working odd
hours as necessary.

May require a valid California Driver's License to drive personal, state, or rental vehicle on public
roadways.

May need to possess a current Notary Public License, or obtain a Notary Public License within 90
days of starting employment with the Real Estate Branch. License securing and renewal fees are
reimbursed to the employee upon agreement that the Notary Public License is only to be used for
State business.

This position is listed in the Department's Conflict of Interest Code and requires financial
disclosure.
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	activity: POSITION SUMMARY
An Associate Land Agent in the Reclamation Board and Flood Control Projects Acquisitions and Utility Relocations Section  of the Real Estate Branch of the Division of Engineering works under direction and is responsible for completing the more complex, difficult negotiations and utility relocations to secure all property rights necessary for the certification of Reclamation Board and Flood Control projects.  As Section workload changes, work in other Real Estate Branch Sections may be required on a temporary basis.


ESSENTIAL FUNCTIONS
This position requires that the incumbent work effectively and cooperatively with others, including the public and other governmental agencies, develop and maintain permanent records for all work completed, and maintain consistent and regular attendance.  The specific duties are:

Present and negotiate State's acquisition offer to property owners, their legal representatives, and lessees in accordance with statutes and laws affecting such activities with the goal of obtaining signed agreements. Explain property owner and lessee rights, including the Uniform Relocation Assistance Program and the Eminent Domain process.  This may require flying or driving during work or off-work hours to various sites to negotiate with and/or obtain information from any of the above listed entities. The incumbent may be asked to travel during and after work hours, and may be required to stay overnight. Travel to sites may require travel to locations via air travel or other means of transportation.  May involve driving a pick-up truck or other vehicle off orad on rugged terrain to and from sites.  And may require working on uneven terrain or in enclosed areas.  The incumbent may be asked to notarize land transfer documents in order to expedite the property rights acquisition process. Negotiations often are of a complex, difficult nature, and require the Agent negotiate in good faith to secure the necessary property rights.  Perform Fair Market Value estimates for non-complex transactions with a total valuation equal to or less than $5,000.
	classification: Associate Land Agent
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	dwr position number: 3240-4996-x9x
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	activity2: Consult with project managers and others to determine project boundaries, design information, environmental issues, and other factors affecting properties or property rights to be acquired.  Locate and inventory public road and utility facilities requiring relocation to accommodate project construction.

Prepare clear, concise and accurate correspondence and documents.  Prepare and process signed contracts, agreements, entry permits, and other documents related to real property acquisition, including Memorandum of Settlement, escrow instructions, and warrant requests.  Analyze title reports, consult with title company representatives and DWR legal staff, review legal descriptions, and right of way maps to determine the appropriate disposition of title exceptions.

Make presentations to the Reclamation Board, when necessary.  Coordinate the preparation and filing of condemnation actions with the Office of the Attorney General.  This may include selecting witnesses, securing trial exhibits, gathering information, and other activities necessary for developing condemnation cases.  Assist the Deputy Attorney General at trial when necessary.  May Act for the Section Chief during the Chief's absence.


OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.
	percent 3: 
	activity3: SPECIAL REQUIREMENTS
Unusual working conditions include out of town assignments, overnight travel, and working odd Must be able to communicate with all levels of staff, clients, and the general public. Provide quality customer service through responsiveness, innovation, competence, and teamwork.  Demonstrate respect for coworkers by being courteous, considerate, and professional.  Demonstrate openness and trust by being straightforward, listening respectfully, sharing information, and being receptive to new ideas.  Demonstrate accountability by taking responsibility for one’s own actions/inaction and the subsequent outcomes.   Professional conduct, appearance, behavior and attitude must be demonstrated at all times, in the office on travel status, or on field visits.

Unusual working conditions include out of town assignments, overnight travel, and working odd hours as necessary.  

May require a valid California Driver's License to drive personal, state, or rental vehicle on public roadways.

May need to possess a current Notary Public License, or obtain a Notary Public License within 90 days of starting employment with the Real Estate Branch.  License securing and renewal fees are reimbursed to the employee upon agreement that the Notary Public License is only to be used for State business.

This position is listed in the Department's Conflict of Interest Code and requires financial disclosure.
	supervisor name: Angelica Aguilar
	employee name: 


